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HiCAMS

Split Work Orders

Step 1:

Step 2:

Source Work Order:

It may become necessary to split a contract line item across
work orders that were not originally associated with the line
item when the contract was first established.

If a work order line item is missing from one of the work
orders on a contract it can be “split off” the line item from
one work order number to another, thus allowing the
appropriate funding source to be charged for the work.

By splitting a work order, the funding can be transferred
from the original source to a different (destination) source

by:
¢ Deducting quantities from the original source.

¢ Establishing additional quantities as an overrun for the
destination source.

Log onto HiICAMS, using the instructions in the section
“HiCAMS Getting Started.”

Select Functions—> Work Order Maintenance-> Split Work
Order.

The Work Order Split window appears:
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Split Work Orders

Step 3:

Step 4.

Step 5:

Step 6:

Click the book icon to the right of the Contract field.
A8

The Contract Selection window displays:

4w Contiact Selection EE
~ Filter
Status: H Location:I(AII) ‘j

Contract | Work Order [TIP Number Description Contractor
C10299 g 5 U-200344  |GRADING, DRAINAGE, PA! AT M STRUCTION ¢
C103030 - \ , \ , STRUCTION
C103144  |BT470402 - WIDEMING, GRADING, DRAINAGE, PAVING, SIGHADAMS CONSTRUCTION
C103338 |BT491804 - WIDENING, GRADING, DRAINAGE, PAYING, SIGH ADAMS CONSTRUCTION
C103340 |B1501201 - COMPUTERIZED TRAFFIC SIGHNALS. WARIOUS L ADAMS CONSTRUCTION
C103357 |BTS00310 - WIDENING, GRADING, DRAINAGE, PAVING, SIGH ADAMS CONSTRUCTION =

Tip: The information in the window is sorted by contract number in
ascending order. To change the sort order or type, click on the
corresponding column title.

By default, the contracts displayed in the window are those
associated with your office.

To select a contract from another location, select it from the
list box in the Location field.

Tip: You can also choose the option All, to display all available contracts
that have been activated.

Find the contract to select from the list in the window, using
the scroll bar, if necessary.

Click OK.
The Work Order Split window displays.

The Source Work Order field enables you to retrieve a list of
either one of the following:

& All line items for all of the work orders associated with
the selected contract.

¢ All line items associated with one specific work order in
the contract.
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HiCAMS

Split Work Orders

Step 7:

Step 8:

Step 9:

According to the description above, select a filtering option
from the Source Work Order drop-down list, to assist in
locating the work order line item you want to split.

The line items that correspond to this selection appear in the
center of the window. The first line item is selected
automatically.

All of the work order numbers that are not associated with
the selected line item appear in the Destination Work Order
section of the window:
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= S plit Work Daders (C104997)

Contract: |C104997 Q Contractor: SANTARC INDUSTRIES, INC

Description (nickname): quilford college

Status: Activated

Source Work Order: [Busaaioe T+

Line  Contract Non- il
Item Adj Description UoM Part Quantity Unit Price Amount

1 MOBILIZATION LS 0.850  $200,000.0000 $170,000.0

2 CLEARING & GRUBEING [Lsa | 0,981 $200,000.0000 $196,200.0

SUPP CLEARING & GRUBBING 0.800 $7.500.0000 $6,000.00

4 SEALING ABANDONED WELLS EA 11.000 $500.0000 $5,500.00

Destination Work Order(s): Split Work Order Line Item:

Federal Aid
Work Order Number Work Order  Non-Part Quantity =~ Unit Price Amount Overrun
&

& 1402106 NHF-124-1(7) 82492804 ! | 000 $7,500.000

F Show All

Current processing stage of the contract. -800-DOT-ASST (1-800-368-2

Select the work order line item to split from the list in the
center of the window.

In the Non-Participating column in the center of the window,
“1” indicates that the work order IS
non-participating; a blank field indicates that the work order
is participating.

To split the selected line item with a different non-participating
code than the one displayed in the center of the window, go
to the Show All check box under the Destination Work Orders
section of the window and check the box.

When checked, all work orders for the selected contract
appear in the Destination Work Orders list.
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Split Work Orders

Step 10:

Step 11:

Step 12:

Step 13:

From the Destination Work Orders list, click the work order
number to split the selected line item and drag it to the Split
Work Order Line Item section of the window.

Note: If the work order and its corresponding non-participation code
already exist together in the system, the system will not allow you
to complete this step; this is because the system will not allow
you to duplicate work order line items.

If a work order that appears in the Destination Work Orders section
does not have the selected line item associated with it, you can
drag the work order number over to the Split Work Order Line Item
section of the window twice. This will split the work order line item
as participating and non-participating, if desired.

e work Order Split (C104253)
Contract: [C104253 ﬂ Contractor: Acme Construction Stuff Status: Active
Description: WIDENING, RESURFACING, SHOULDER COMNST, & PVMT MARKIMGS 4 SECTIONS OF PRIMAR

Sowse Work Ouder.  [55021140 o]

INCIDEMTAL STOME BASE
SHOULDER COMSTRUCTION 3

IMCIDENTAL MILLING 3.118.0 1.1 $3.679.2

QRS ASFH PL MIX PAVEMENTS ‘ a a 1 25.435.8# |

|

Destination Work Order(s): Split Work Order Line Item:

Federal Aid
Work Order Mumber
56011140
5.6021140
5.5032250
5.5085580
5 5076650

= Non
j Waork Order | Particip ati Quantity Unit Price Amount Overrun
5.6087701 - 0o $1.00 e

¥ Show All

In the Split Work Order Line Item section of the window,
indicate whether or not the split work order line item is
Non-Participating or Participating by using the Non-
Participating check box. For non-participating line items
place a check mark in the check box; for participating line
items clear the check box.

Note: If the work order and its corresponding non-participation code
already exist together in the system, the system will not allow you
to complete this step; this s because the system will not allow
you to duplicate work order line items.

Type the quantity for the split line item in the Quantity field.

The system default characterizes the split as an overrun
because this is the most common situation. If the split work
order line item is a deduction rather than an overrun, clear the
check mark from the Overrun field.
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HiCAMS Split Work Orders

Step 14: Click the Save button on the toolbar.

1=l

Tip: If the split work order line item was defined as a deduction rather
than an overrun, the system adjusts the quantity for the line item in
the center of the window, automatically, when you save your work.

6-4-5



